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' Retords Msnagement Staff Accomplishments During

Period 1 Ostober 1957 - 31 March 1958,
mwnummmemmi

SO Crrpoeeal
In-the field of records msnsgewent, produced tangible

suvings of $209,708 and significant intangible bensfits through:
(1) Retivement of h,951 cubic feet of noncurrent records to the
Records Center; (2) Audit of four Records Control Schedules; (3)
Comversion of 45 fiies to the Agency subject-mmerie flling system;
(1) Development of seven shelf file installstions; (5) Analysie snd
improvement of 2h6 forms; (6) Eliminstion of non-egsential operations
in the Vital Msteriels repository; (7) Bevision of four Vital Materiels
Schedules, and (8) Review of requirements for filing equipment.
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KILLIAN COMMITTEE

To Be Submitted By Noon, Vednesday, March 10 To[ | 25X1

Major Aegomplishments Sepb. 30 - Mav, st

Use last report es a guide (right length, ete. )
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Explain organization, funetions, and mission
m to sell enything
Alr ipside complaints or use ionuendos against other Agencies.

Insylt the Poard’'s intelligence as to kmowledge of astivities.

Use dates "es of" for stetisties.
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Bupporting Material for Report to Killian Committee
for Period 1 October 1957 - 31 March 1958

1. 4,126 cu. ft. of records retired to Center 1 October 57 -
28 Februar; 50. Estimate for March was 825 cu. ft., for a six
$192,896 com-

correspondence

month total of 4,951 cu. ft. Dollar savings of
puted on basis of 2:1 ratio of safe to non-safe
cabinets as follows:

1.951 cu. ft. equals 619 L drawer cabinets (412
safes)

412 safes @ $428 $176,336
207 non-safes @$80 16,560

Total Savings %192,896

2, Records Control Schedules were audited for:
OO/Oontacis, Office of Personnel, Office of the

safes, 207 non-

General Counsel,

DD/S.

3, 45 subject-numeric systems installed (40 ORR, 50 Personnel)

¥

OC/Lihrary

oC

OCR/Spec Reg.

OS/Adm. and Training Staff
Medical Staff
Compt/Finance

ORR/Map Library

i, Seven shelf file installations developed and approved for:

5. As of 3/19/58, 150 pew forms designed and 96 revised for a

total of 2L6.

6. Revised VM Schedules for Comptroller, Logistics, 0/DD/S,

and one division of ORR.

7. Review of Requisitions and Reguirements for Filing Equipment.

Action
Reqn. for safe cabinet for Mobilization
Staff cancelled. (10-9-57)

Reor., Tor Seven vpierncs T cqulipment for
Personnel cancelled (10-18-57)

Disapproved regn. for two safes (10-16-57)

o

Net Sav1p 28

3428
3,000

856
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MRD/Compt. replaced 15 units of safe 5,220
equipment with non-safes (10-25-57)

VM Repository replaced 21 safes with 21 7,308
non-safes.

TOTAL SAVINGS $16,812
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